
Part 1: You must first scan and upload answer sheets

1)Log onto the computer in the science office

(Make sure the Epsom printer is already turned on)

2)Click Epson Scanner on the desktop

3) Place answer sheet face down (you should see no printing)

4) Click document source drop down and change to single sided

5) Click Scan

6) Click other

7)Browse to my documents and make a folder, click ok

(I called mine midterm2012)

8)Click ok

9)As answer sheets exit scanner

its important to keep then in order

10) When all sheets are scanned, exit Epson Scan
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Logging in

1 – Click Teacher



Logging in

2 – Select Teacher

3 – Password: huntington

(You grade one teacher at a time)

(You must re-select teacher after you have completed a teachers entire roster)



Part 2: Actual Grading

1)Click link it icon on desktop

2)Click Other

3) Then grade Test



4a) Click Green Box



4b) Select your info

5)Then click GO



6) Select the class you are grading

7)Click START



8) Click Folder of JPEGS

9) Use the file explorer to find the 

folder you saved the scans in



10) If the scan has no “X’ed out answers on it click Submit

11) If the scan DOES have ‘X’ed out answers click Stop



IF YOU SELECTED “STOP” because the scan had an ‘X’ed answer.  If not proceed to Step 14

12) You must check every “X’ed answer to be sure the computer scored it correctly.

13) If its incorrectly scored click on the question and using the keyboard input the students selected response

in this example on Q57 the student ‘X’ed out choice 1 and selected choice 4.  The computer read the students answer 

as choice 1 (the student correctly ‘X’ed that choice out), therefore I clicked on Q57 and changed choice 1 to choice 4 



14) RECORD THE STUDENTS GRADE ON THEIR ANSWER SHEET (this is just a precaution)

15) Click continue

16) Repeat Steps 10 to 15 until all answer sheets have been graded



17)Click Submit, Then OK

Now that all answer sheets have been graded close out of this window

18) To get grades select Gradebook



19) Select Open

20) Sort the file by the selected test.




